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Step 1
First, go to https://hup.microsoft.com/. Note: Thisis a Security Alert

secure site, so you it has the designation of https.

Since it is a secure site, you will get the Security Alert
box. Simply press OK.

Step 2
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Micresoft

Home Use Program

Microsoft Home Common Questions Contact Us Privacy

The Home Use Program is only available to emplovees of Microsoft® Volume Licen
eligibility notification directly from their employers are authorized to use this site.

Please tell us about yourself
In which countrv are vou located, and what is vour preferred language?

& Indicates a required field.

Your Country
|Unitad States Vj!o

Your Language
[Engish IO

Please provide the following information to authorize entry.
Your Work Email

|j0hn doe@fresno.gov |°

Program Code
[CFF415BFBB <)

« Sign In

If vou need technical assistance with this site, please contact us

The next screen will ask for
information that will be used to
enroll you in the program. Fill in the
information as below:

Your Country:
United States

Your Lanquage:
English

Your Work Email:
When entering your work e-mail,
enter it in the format below:

First.Last@fresno.gov
Example:
John.Doe@fresno.gov

Program Code:
CFF415BFBB



https://hup.microsoft.com/

Step 3

When you have completed entering the information, click on the Sign in & 2 sign In
Button on the lower right portion of the screen.

Step 4

Next, you will get a screen that will tell  FEmmas

you that your information will be sent = N
to your work e-mail shortly. The e- -
mail will give you instructions on how -
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Step 5

After a few minutes you will receive the following e-mail. Simply read the instructions and click
on the hyperlink in the middle of the message (it should be highlighted in blue).

= Mail From rvice@microsoft.com>
File Edit Yiew Actions Tools Accounts Window Help

J 3 Cose  Flrepy - Blrorward - T - ‘ [ ) | B, | |
Mail |Properh’es I Personalize |
From: <service@microsoft.com> 8/5/2004 6:55:57 PM

0: <john.doe@fresno.gov>

Subject: Welcome to Microsoft® Home Use Program

R R R RO KRR R R R XXX 2 Dlagse Keep this e-mail for YOUr regors, 5= s s s s s sk s S R R R KR R

Welcome to the Microsoft Home Use Program. Through an arrangement between Microsoft and your employer, you are eligible to order a licensed copy
of select Microsoft Office desktop programs you use at work to install and use on a home computer.

Please click on the link below to order Microsoft® products for home use.

https://hup.microsoft.com/authcheck. aspx?TransID=4CD89098-3422-5093-8AAB-9E7B3FFI0E99

If clicking on this ink doesn't work please copy and paste this URL in your Internet Browser. If the link stil doesn't work, please contact us for technical
assistance at https://oms.one.microsoft. com/tc/ cr_information/hup_contactus.htm

Be sure to place your order for Home Use Program software within 30 days of receipt of this email and before your employer's arrangement wich
Microsoft terminates, whichever is sooner, After 30 days, you wil need to sign-in again at https://hup.microsoft.com to re-verify your identity.

EEAER R R R R R R 2 Please do not reply to this e-mail. This message was sent to you using an automated system.
This e-mail alims is ot monitored for replies, s s oo xR ROk o0k

Thank You, The Home Use Program Team
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The next page will have two tabs on the top, a Welcome Tab and a Microsoft Office Desktop
Programs Tab. Click on the Microsoft Office Desktop Tab to continue.

Step 7
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Micrasofté Office Professianal Edition 2003 (Home Use Program}

Microsoft Office Professional Edition 2003 can help you and your organization communicate information with immediacy and impact.
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There are two options,
Office XP and Office
2003. These are both
the professional
version of Office and
include Word, Excel,
Powerpoint, Access
and Outlook.

**Microsoft Office
2003 Pro requires
Microsoft Windows
2000 with Service
Pack 3 or Microsoft
Windows XP.

**Microsoft Office XP
requires Microsoft
Windows 98 Second
Edition or higher.

Step 8
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You will then see a screen with the order details. Since there are no other options to select,
click on the continue to button to finish the order.




Step 9

m Order Pr ‘Customer Information - ﬂ'rcrmnn Internet Explorer M

File Edit WVew Favorites Tools Help
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Address @ https: ffoms.one. microsoft, com/anonymous /msepphur 397 fen-us /OM/CI/CustomerInfo. asp

All products | Support | Search

Thank you for your interest in the Microsoft® Home Use Program.
Please fill in the information below and click “Proceed to Checkout”
¢ continue L
Part Number  Qty. Product Name Price Item Total Remove?
26907100 1 Cffics Pro 2003 Win32 English Direct CD Home Use Rights §19.95 519.95 O
Subtotal: $19.95 L
@ recalculate
basket
Customer Information
Contact EmaH* bryon.horn@ci fresno.ca.us Wicrosoft® will send information about this order to this email address.
Billing Infoermation First Name™ Middle Initial Last Name™
Street Address™ Address 2
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The next screen will ask for your shipping address. Enter the correct address where you want
the product shipped and click on the proceed button at the bottom of the screen:

n Proceed



Step 10

The final step is to enter your credit card information and to click on the | accept button.

Credit Card

Crede Card Type Flaase Saled Credt Card | w
Cradit Cand Humbar
Esp. Month - Eap Year w

Cradi Cand Hoksr Bryan Ham

The whole process should take about ten minutes to complete. Your software will be shipped in
the next 15 days as stated in the final screen:
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